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ADDING A CONTACT TO AN EXISTING PERMIT CASE  

(BUILDING & SAFETY) 

 

 
 

If you forgot 

your password, 

username, or 

have not 

registered, use 

the appropriate 

links here 

To log in, enter 

your username 

and password 
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My Work – My Permits 
 

 
After logging in, click on “My Work” and then click on the “My Permits” tab to see permits your account is linked to. 

Find the appropriate Permit Case number and click the number to open it 
 
 
 

 

You can use the search bar to narrow 

down your list of permits here 

Click on the link of the permit 

you would like to upload files to 

or download files from 



Page 3 of 5 
 

 
 

Permit Case – Contacts 
 

 

Select the “Contacts” menu 

to add more contacts 

Click “Add Contact” 
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Select the contact type from the 

“Add Contact As” drop down menu 



Page 5 of 5 
 

 
 
 
 

 
It is highly suggested that the property owner creates an EPIC-LA account and be added to the 

permit case prior to the permitting process.   

Search for the email the 

contact used to create 

their account 

Click Add 
Click to add the contact to your 

“My Favorites” list if desired 


